
How to Update or Cancel a WCAN Alert 

 
Option 1 -  
Send out a new abbreviated alert with just the minimal amount of  
information from the first alert along with the updated information or the 
reason for the cancelation. Make certain to send it to the same geographic 

area and groups as the original alert. If you do not recall this information, 

check your “Alert Tracker” to find out the geographic area and groups that 
the original alert was sent to. 
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How to Update or Cancel a WCAN Alert 
Option 2 -  
Copy your original alert from your email and paste it in the send alert form. 
Then make the appropriate updates. Make certain to send it to the same 
geographic area and groups as the original alert. If you do not recall this 
information, check your “Alert Tracker” to find out the geographic area and 
groups that the original alert was sent to. 

Open up a copy of the original email alert that you received. 

Locate the “Other Actions” tab in the tool bar. Some versions of Outlook do not 

have this. If you do not have this just look for a “View Source” tab. 



Locate the “View Source” tab and click 

on it. You may have to look around for it. 

 You will now see the 

HTML code. Put your 

curser anywhere on the 

code and click once on it 

with your mouse. 

 

 Next press “Control+A” to  

select everything. 

 

 Next press “Control+C” to 

copy everything. 



Log in to your Crime Alert account and select a “Quick Alert” form. 

Click on the “Toggle Switch” < > which will bring up the HTML code. 

Click anywhere on the HTML code and then press “Control+A” to select it and 

then press “Delete.” 

Select the Geographic Area and Groups, using the same as your original alert. 

See “Alert Tracker” if you do not recall. Also, upload and highlight any photos. 



Click anywhere on the blank alert and then press “Control+V”  

to paste in the HTML code 

The code should now appear. If it does not, go back to the email 

 that you copied the code from and copy the code again. 



Click on the “Toggle Switch” < > again which will bring up your original alert. 

Highlight the “Taglines” at the bottom of the alert below the email line. Just use 

your mouse to highlight all of that text. Then press “Delete” to remove that text. 

This text will get added back to the alert when it goes out. 



Now make the updates.  

In the details section you may want to put the updated info in bold so readers 

know what is the new. Make certain to send it to the same geographic area and 

groups as the original alert.  

Make certain to check the entire alert to verify every appears correctly. 

 

Verify that the following is correct: 

 

 Alert Category 

 Groups 

 Photos are Highlighted (If sending photos) 

 

PRESS SEND 


